State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Senior Accounting Officer, Specialist 0256-4567-xxx 50026869 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Fiscal Services/[Employee Payables Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Tammy J. Lytle Accounting Administrator |, Supv
APPROVED BY (Personnel Analyst's Name) DATE
MA for AR 08/30/2012

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under general direction of an Accounting Administrator I, Supervisor the incumbent acting in a lead
capacity is responsible for providing on the job training to staff, providing input on the distribution
of unit assignments in the operation of an efficient professional accounting unit. Operation of the
unit includes analyzing, processing, securing and disbursing of Headquarters' Office Revolving
Fund Checks and State Controller's Office (SCO)Warrants/claim schedules.

ESSENTIAL FUNCTIONS

This position requires the incumbent to have in-depth training and understanding of SAP
functionality including payment processing, contracts/accounts payable, general ledger and payroll
processing. Must also have an understanding of the Department's and Division's Mission,
Department of Water Resources (DWR's) business process, State Administrative Manual (SAM) and
the Chart of Accounts. Must analyze a variety of complex rules and circumstances. This includes
interpretation of policies, procedures and laws written in SAM, Department Administrative Manual
(DAM), Victim's Compensation and Government Claims Board (VCGCB), Department of Personnel
Administration (DPA) regulations and Government Code.

The specific essential duties are:

40% Leads the Payroll staff and their individual assignments. Provides on the job training to staff.
Provides input to the Supervisor regarding the prompt and accurate processing of all Office
Revolving Fund checks and claim schedules by subordinate staff. Provides input concerning the
distribution of all warrants and Office Revolving Fund checks. Acts as the functional business
expert for the SCO Payroll Interface and the SAP payment run programs developed for the SAP
business system. Provides customer service to Division of Fiscal Services staff, all DWR
employees and field/district office staff.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Tammy Lytle >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>

DWR 525 (Rev. 1/09) Page 1 of 2



JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Senior Accounting Officer, Specialist 0256-4567-xxx 50026869 |

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant Fiscal Services/[Employee Payables Section

Pe_rl_?ﬁlrg of Activity

40% (cont.) | May respond to and/or initiate problem resolution with Human Resources, timekeepers, State
Controller's Office, Division of Fiscal Services and field/district office staff. Prepares
recommendations to the Supervisor concerning policy and procedure between the Payroll Unit and
other sections or offices to ensure efficient processing, payment and disbursement of checks and
warrants. Ensures that transactions are processed in accordance with Accounting Principles and
procedures and laws written in SAM, DAM, VCGCB, DPA regulations and Government Code. Must
have a clear understanding of the inter-dependencies of all units in the division.

40% Analyzes and verifies the accuracy of all payment data against source documents. Oversees the
processing of the monthly payroll tape received from the State Controller's Office. Investigates and
responds to AquaAssist tickets regarding payment processing issues. Ensures prompt and
accurate reimbursement of the Office Revolving Fund account. Provides management and
field/district offices with consultative support concerning activities within the scope of the Payroll
Unit.

20% Working in the SAP system, ensures 100% accuracy with regard to issuing payments. Reviews

automated accounting system to ensure that it meets the needs of the department and suggests
improvements to enhance the system.

KNOWLEDGE, SKILLS AND ABILITIES:

Apply accounting principles and procedures. Analyze data and draw sound conclusions. Analyze
situations accurately and adopt an effective course of action. Prepare clear, complete, and concise
reports. Make sound decisions and recommendations in regard to the professional accounting
problems in maintaining control of a departmental budget. Establish and maintain cooperative
relations with those contacted in the work; and speak and write effectively. Maintain consistent,
predictable, and regular attendance.
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40%
	activity: POSITION SUMMARY

Under general direction of an Accounting Administrator I, Supervisor the incumbent acting in a lead capacity is responsible for providing on the job training to staff, providing input on the distribution of unit assignments in the operation of an efficient professional accounting unit.  Operation of the unit includes analyzing, processing, securing and disbursing of Headquarters' Office Revolving Fund Checks and State Controller's Office (SCO)Warrants/claim schedules.

ESSENTIAL FUNCTIONS

This position requires the incumbent to have in-depth training and understanding of SAP functionality including payment processing, contracts/accounts payable, general ledger and payroll processing.  Must also have an understanding of the Department's and Division's Mission, Department of Water Resources (DWR's) business process, State Administrative Manual (SAM) and the Chart of Accounts.  Must analyze a variety of complex rules and circumstances.  This includes interpretation of policies, procedures and laws written in SAM, Department Administrative Manual (DAM), Victim's Compensation and Government Claims Board (VCGCB), Department of Personnel Administration (DPA) regulations and Government Code.  
The specific essential duties are:
                               
Leads the Payroll staff and their individual assignments. Provides on the job training to staff.  Provides input to the Supervisor regarding the prompt and accurate processing of all Office Revolving Fund checks and claim schedules by subordinate staff.  Provides input concerning the distribution of all warrants and Office Revolving Fund checks.  Acts as the functional business expert for the SCO Payroll Interface and the SAP payment run programs developed for the SAP business system.  Provides customer service to Division of Fiscal Services staff, all DWR employees and field/district office staff.  
	classification: Senior Accounting Officer, Specialist
	appointee: Vacant
	dwr position number: 0256-4567-xxx
	sap personnel no: 
	sap position number: 50026869
	division: Fiscal Services/Employee Payables Section
	mcr: I
	percent 2: 40% (cont.)







40%






20%

	activity2: May respond to and/or initiate problem resolution with Human Resources, timekeepers, State Controller's Office, Division of Fiscal Services and field/district office staff.   Prepares recommendations to the Supervisor concerning policy and procedure between the Payroll Unit and other sections or offices to ensure efficient processing, payment and disbursement of checks and warrants.  Ensures that transactions are processed in accordance with Accounting Principles and procedures and laws written in SAM, DAM, VCGCB, DPA regulations and Government Code.  Must have a clear understanding of the inter-dependencies of all units in the division.  

Analyzes and verifies the accuracy of all payment data against source documents.  Oversees the processing of the monthly payroll tape received from the State Controller's Office.  Investigates and responds to AquaAssist tickets regarding payment processing issues.  Ensures prompt and accurate reimbursement of the Office Revolving Fund account.  Provides management and field/district offices with consultative support concerning activities within the scope of the Payroll Unit.

Working in the SAP system, ensures 100% accuracy with regard to issuing payments.  Reviews automated accounting system to ensure that it meets the needs of the department and suggests improvements to enhance the system.

KNOWLEDGE, SKILLS AND ABILITIES:

Apply accounting principles and procedures.  Analyze data and draw sound conclusions.  Analyze situations accurately and adopt an effective course of action.  Prepare clear, complete, and concise reports.  Make sound decisions and recommendations in regard to the professional accounting  problems in maintaining control of a departmental budget.  Establish and maintain cooperative relations with those contacted in the work; and speak and write effectively.  Maintain consistent, predictable, and regular attendance.

	supervisor name: Tammy Lytle
	employee name: 


